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^KRESPONDENCE - GENERAL V 


d* Document Control, Form 238 

This six-part form is designed to provide intraoffice mail con- 
trol when the volume of correspondence justifies using control measures 
Generally other transmittal or routing slips are unnecessary when this 
form is used. 



APBIt PATENTED BY NCR CO. MC GREGOR S WERNER, INC. , WASHINGTON B, D-C. 


I MAY 86 WHICH 18 OBSOLETE 

(SEC. CL.I origin 


DOCUMENT CONTROL 

I CONTROL NO. 


(#—40523 

< 13 - 40 ) 


DATE OF DOC.T DATE REC’D DATE OUT SUSPENSE DATE CROSS REFERENCE OR 

POINT OF FILING 


TO 

FROM 

SUBJ. 


ROUTING sent 


:nce or 

ILING 



NCE OR 
ILING 


COURIER NO. 





COURIER NO. 

ANSWERED 

NO REPLY 





EXHIBIT 12 
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25X1 



25X1 


-*-60'®ffiBP£>M>ENCE — -GENERAL f 


e* Routing and Record Sheets Form 6 10 

The extent of review and concurrence in offices through which 
correspondence may pass is often indefinite* Therefore, for corre- 
spondence of more than a routine nature, provision should he made for 
extended routing* Routing and Record Sheet serves this purpose* In 
addition, it provides space fori added comments and serves as a pro- 
tective covering over the original. 


use my □ CONFIDENTIAL □ SECRET 

ROUTING AND RECORD SHEET 


FROM: ! 

EXTENSION 

TO: lOfFcir (Jtiigrwlion, room numb«r, and 
building) 

0 

«C£IV(0 

we 

fO»WAHt>ED 

OFflCEH'5 

INITIAtS 

1. 




2. 




3. 




A. 




5. 




6. 




7. 




e. 




9. 




ia 




ii. 




ia. 


| 


13. 




u. 




13. 





1 1 1 I - - ■ 

610 □ SECRET □ CONFIDENTIAL □ $ T E ER 0 M N A L L y □ UNCLASSIFIED 


ACTUAL SIZE - 8" x 10§” 


EXHIBIT 13 
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25X1 


25X1 


CORRESPONDENCE - GENERAL 


f. Control and Cover Sheet for Top Secret, Form 2 6 

The use of this form is mandatory* It shall he used as a cover 
sheet for all correspondence classified Top Secret, and to record the 
name of each person vho sees the document* A Form 26 is prepared 
and attached to each copy of Top Secret correspondence transmitted 
vithin the Agency* 



USE IcEWSfO 


ACTUAL SIZE - 8" x 10-§" 


EXHIBIT 14 
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LUWI 1 IJJIiiW 




Approved For Release 2002/08/26 : CIA-RDP74-00005R000200060040-3 




Approved For Release ?nnp/n«/?R ■ rm -RnP7A-nnnnfipn nn?nnnfinn/in . ^ 


25X1 
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- GENERAL 


Courier Receipt and Log Record, Form 2^0 


All envelopes or packages containing material classified CONFIDEN 
TIAL and above, and transmitted between buildings within or outside CIA, 
™cSto!Tuy accounted for by Courier's Receipts. Receipts are pre- 
pared in an original and two copies. Copy one is inserted in i 
pocket or securely attached to envelope or package without window pocke , 
Copies 2 and 3 contain logging information for use by originator and 
recipient. When log data has been added to the Courier Receipt, PY 3 
shall be inserted inside the package to be delivered to the addresse . 
The copy #3 becomes the log record In the receiving o ice. 


I' 




J_Q2221_ 


TYPE or MATERIAL 


ENVELOPE (9) 


PACKAGE (S> 


ORIGINATOR: do not complete this copy below T ^ 9 y o R [ Y H 7Hia H c'op C Y 0 iN 
a window pocket. 


SIGNATURE OF RBCIFIBNT (HOT INITIALS) 


I DATB AND TIMS OF receipt 


COURIER’S RECEIPT 


WHITE RECEIPT - FOR MATERIAL CLASSIFIED 
CONFIDENTIAL OR SECRET 


COURIERS' CLASSIFIED 
MAH RECEIPT 


OFFICE 
H*c«ipt No. 


TYPE OF MATERIAL 


I I SEALED ENVELOPE 
I 1 SEALED PACKAGE 
PI LOCKED MAIL BAG 


OF SUBSEQUENT COURIERS 


CERTIFICATION OF GOOD CONDITION 




I. SIGNATURE OF ORIGINAL COURIER [Pickup Dal. 


Form 240a (pink) is used for transmitting Top Secret mate E ^jg’ |T , 5 
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